
SET EMPLOYEE’S SCHEDULES 
 

Navigational Paths 
 
 Creating Groups 

• Scheduler Setup 
• Groups 
• New 
• Create Group Name 
• Save 
 

 
 
Add Employee(s) to a Group 

• My Genies 
• Schedule Groups 
• Schedule 
• Add to Group 

o Schedule Group: Group names you’ve created 
o Start Date: Always beginning of the payperiod 
o End Date:  Forever 

 
 

 
 



 
 
Remove Employee(s) from Group 

• My Genies 
• Schedule Groups 
• Schedule 
• Remove from Group 

o Schedule Group: 
o Effective Date:  Last day of previous payperiod 

 

 
 
Add Pattern to Employee(s) 

• My Genies 
• Schedule Groups 
• Schedule 
• Add Pattern 

o Work Start Date: Beginning of Payperiod 
o Pattern Start Date:  Same as Work Start Date 
o Insert Pattern:  

 

 
 
 



 
 

• Select Pattern 
• Ok 

 
 

 
 

• Yes 
 

 
 
 
 
 
 
 
 
 
 
 



• Ok 
 

 
 

Add a Shift to a Pattern 
 
Same navigational path as Add Pattern to an Employee with one additional step 

• Highlight Schedule 
• Pay Code Editor 

o Pay Code:  Shift Pay – Evening 
o Amount: 8 or 10 
o Display Start Time:  Employees start time 
o Ok 

 

 
 
 
 
 
 
 
 
 
 



Example of how it will look for employee in Schedule Editor 
 

 
 
Example of how it will look on employee’s timecard 
 

 


